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1. At the top of the 
landing page, select 
the Contracts button 
on the button bar. 

 

 
 

 

2. Click on the ‘View’ 
link for the contract 
you would like to 
manually edit 
trainees. The system 
will take you to your 
Contract Details 
page. 
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3. On the Contract 
Details Page, scroll 
down to the Trainees 
section and click on 
the Trainees header 
to open a view all 
Trainees. 
 

 

 
 

 

4. Click on the Trainee 
ID link to access the 
Trainee details page.  
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5. Click on the Edit 
button on the right 
side of the page for 
this trainee. 

 

 
 

 

6. The Edit Trainee 
window will appear. 
Select the 
information or 
demographic data 
you wish to edit and 
make the desired 
changes. 
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7. When you are 
finished making 
changes, click the 
Save button at the 
bottom of the 
window. 
 

 

 

 
8. You will receive a 

success message 
stating “Trainee was 
saved.”  

 

 
 

 

 

 


